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Duty A Supervising Activities of Payroll Department

1 Maintain office supplies inventory
2 Coordinate work of department
3 Evaluate employee morale
4 Maintain good human relations
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Duty B Maintaining Department Personnel Level

1 Keep proper number of employees in payroll department
2 Train new employees
3 Initiate status changes
4 Maintain employee records
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Duty C Maintaining and L3tablishing Communications of the Payroll Department

1 Process incoming mail
2 Process outgoing mail
3 Greet and assist visitors
4 Collect and provide data at meetings
5 Prepare miscellaneous payroll reports
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1

Duty D Preparing Employer Tax Reports

1 Prepare form W-2 (wage and tax statements)

2 Prepare employer FICA and income tax forms

3 Prepare city and state income tax forms

4 Prepare federal and state unemployment forms

4 c,
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c
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n
u
m
b
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r
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u
l
t
i
p
l
i
c
a
t
i
o
n

a
n
d
 
d
i
v
i
s
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o
n
 
w
i
t
h
 
w
h
o
l
e
 
n
u
m
b
e
r
s
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A
d
d
i
t
i
m
 
a
n
d

s
u
b
t
r
a
c
t
i
o
n
 
o
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d
e
c
i
m
a
l
 
f
r
a
c
t
i
o
n
s
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u
l
t
i
p
l
i
c
a
t
i
o
n

a
n
d
 
d
i
v
i
s
i
o
n
 
o
f
 
d
e
c
i
m
a
l
 
f
r
a
c
t
i
o
n
s
,

R
o
u
n
d
i
n
g
 
o
f
f

d
e
c
i
m
a
l
s
 
a
n
d
 
w
h
o
l
e
 
n
u
m
b
e
r
s
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L
o
c
a
t
e
 
b
y
 
a
p
p
r
o
x
i
m
a
t
i
o
n

r
a
t
i
o
n
a
l
 
n
u
m
b
e
r
s
 
a
n
d
 
i
n
t
e
g
e
r
s
 
o
n
 
t
h
e
 
n
u
m
b
e
r
 
l
i
n
e

(
s
e
q
u
e
n
t
i
a
l
 
o
r
d
e
r
i
n
g
)
,

[
A
l
p
h
a
b
e
t
i
c
a
l
 
o
r
d
e
r
i
n
g
 
o
f

e
m
p
l
o
y
e
e
'
s
 
n
a
m
e
s
]

[
T
r
a
n
s
f
e
r
 
t
o
t
a
l
s
]
 
R
e
a
l
'
 
a
n
d
 
i
n
t
e
r
p
r
e
t

c
h
a
r
t
s
,
 
t
a
b
l
e
s
,
 
a
n
d
/
o
r
 
g
r
a
p
h
s
,

[
F
I
C
A
 
t
a
b
l
e
s
 
a
n
d

i
n
c
o
m
e
 
t
a
x
 
t
a
b
l
e
s
]

C
h
a
n
g
e
 
p
e
r
c
e
n
t
s
 
t
o
 
d
e
c
i
m
a
l
s
 
a
n
d

d
e
c
i
m
a
l
s
 
t
o
 
p
e
r
c
e
n
t
s
,

F
i
n
d
i
n
g
 
a
 
p
e
r
c
e
n
t
 
o
f
 
a
 
n
u
m
b
e
r

a
n
d
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s
t
i
m
a
t
i
o
n
,
 
G
i
v
e
n
 
a
 
c
o
d
i
n
g
 
s
y
s
t
e
m
,
 
r
e
c
o
g
n
i
z
e
 
a
n
d

i
d
e
n
t
i
f
y
 
e
a
c
h
_
u
n
i
t
 
i
n
v
o
l
v
e
d
 
b
y
 
a
s
s
i
g
n
i
n
g
 
n
e
c
e
s
s
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r
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y
m
b
o
l
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u
m
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r
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c
a
l
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c
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c
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b
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c
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b
e
r
]

P
r
o
p
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c
t
i
o
n
 
o
p
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b
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c
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c
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n
,
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u
b
t
r
a
c
t
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o
n
,
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n
,
 
a
n
d
 
d
i
v
i
s
i
o
n

o
f
 
w
h
o
l
e
 
n
u
m
b
e
r
s
,

A
d
d
i
t
i
o
n
,
 
s
u
b
t
r
a
c
t
i
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n
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u
l
t
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p
l
i
c
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t
i
o
n
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a
n
d
 
d
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v
i
s
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n
 
o
f
 
d
e
c
i
m
a
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f
r
a
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o
n
s
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c
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b
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p
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'
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p
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n
d
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r
 
g
r
a
p
h
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c
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t
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n
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o
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a
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t
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b
l
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I
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a
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c
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n
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r
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z
e
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d
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y
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h
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d
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n
g
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c
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y
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y
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r
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c
a
l
 
o
r

l
i
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r
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[
S
o
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l
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c
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y
 
n
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b
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r
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d
 
e
m
p
l
o
y
e
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p
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p
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o
f
 
t
h
e
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l
 
n
u
m
b
e
r
 
s
y
s
t
e
m
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h
o
r
t
c
u
t
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)

i
.
e
.
,
 
[
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e
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k
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y
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c
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o
n
)
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r
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n
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r
r
o
r
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Duty E Establishing and Maintaining Files

1 Set up filing system
2 Prepare materials for the files

3 Sort the materials
4 Cross - reference -material

5 Arrange and place material
6 Care for the records

3
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Duty G Computing Wages and Salaries

1 Comp wages of hourly employees
2 Comps wages of salaried employees
3 Compute wages of commission employees
6 Compute wages of piecerate employees
5 Compute wages of employees earning tips
6 Compute employee bonuses
7 Compute employee's holiday and vacation pa;:
8 Compute employee's non-taxable wages
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Duty II Computing Payroll Deductions

1 Compute income taxes
2 Compute deductions for retirement
3 Compute insurance and hospitalization deductions

4 Compute deductions for voluntary contributions
5 Compute credit union deductions
6 .Compute union or association dues
7 Compute annuity deductions
8 Compute court order deductions
9 Compute miscellaneous deductions
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Duty I Paying the Payroll

1 Prepare checks (regular)

2 Prepare self - processedt-checks

3 Prepare cash pay envelopes

4 Distribute payroll

5 Replenish payroll account

6 Reconcile payroll account
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b
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c
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p
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p
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Duty J Posting Wages and Salary Data

1 Prepare payroll register
2 Record payroll data to employee's earnings record

3 Record payroll entries for journals
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